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COMMISSION  ON  CIVIL  RIGHTS 
PRIVACY  ACT  OF  1974 
Systems  of  Records 

Pursuant  to  5  U.S.C.  SS2a(eK4),  the  United  States  Commission 
on  Civil  Rights  hereby  publishes  the  systems  of  records  as  cur¬ 
rently  maintained  by  the  agency.  The  systems  were  originally 
published  at  page  40786-40791,  Federal  Register  of  September  3, 
1975  and  were  amended  at  page  45739  of  the  Federal  Register  on 
October  2,  1975.  Additional  changes  not  previously  published  in  the 
the  Federal  Register  are  itemized  below: 

The  address  of  the  Mountain  States  Regional  Office  in  Denver 
has'  been  changed  in  System  Notices  number  CRC  003,  CRC  008, 
and  CRC  009. 

The  proposed  amendments  published  at  page  26950  of  the 
Federal  Register  on  June  30,  1976  included  a  change  in  routine  use 
for  all  10  systems  of  the  agency.  No  comments  on  the  routine  use 
were  received  and  the  routine  use  is  hereby  adopted.  Each  system 
is  amended  as  follows: 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Dated:  November  22,  1976. 

John  A.  Buggs, 

Staff  Director. 

Alphabetical  Listing  and  Table  of  Contents  to  Notices 
of  Systems  of  Records  Pursuant  to  the  Privacy  Act 

(1)  Appeals,  Grievances  and  Complaints  (staff) 

(2)  Applications  for  Employment 

(3)  Complaints 

(4)  Commission  Projects 

(5)  Information  on  Commissioners,  Staff  and  State  Advisory 
Committee  members 

(6)  Other  Employee  Programs:  EEO,  Troubled  Employee,  and 
Upward  Mobility 

(7)  Personnel 

(8)  Resource  and  Consultant 

(9)  State  Advisory  Committees  Projects 

(10)  Travel,  Payroll,  Time  and  Attendance  of  Commissioners, 
Staff,  Consultants  and  State  Advisory  Committee  Members 

CRC— 001 

System  name:  Appeals,  Grievances  and  Complaints  (internal) 

System  location: 

Office  of  Management 

Personnel  Office 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W.,  Room  507 

Washington,  D.C.  20425 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
Federal  employment,  current  and  former  employees,  agencies  and 
annuitants  who  appeal  a  determination  made  by  the  Commission. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  information  or  documents  relating  to  a  decision  and  deter¬ 
mination  made  by  the  Commission  affecting  an  individual.  The 
records  consist  of  the  initial  grievance,  complaint,  or  appeal,  letters 
of  notices  to  the  individual,  records  of  hearings  when  conducted, 
materials  placed  into  the  record  to  support  the  decision  or  deter¬ 
mination,  affidavits  or  statements,  testimony  of  witnesses,  in¬ 
vestigative  reports,  notice  of  decision  and  related  correspondence, 
opinions  and  recommendations. 

Authority  for  maintenance  of  the  system: 

42  U.S.C.  sec.  1975d(a) 

Federal  Personnel  Regulation  (FPM)  293 
Federal  Personnel  Regulation  (FPM)  771 
Federal  Personnel  Regulation  (FMP)  752 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  records  and  infor¬ 
mation  in  the  records  may  be  used  to  respond  to  a  request  from  a 
member  of  Congress  regarding  the  status  of  an  appeal,  complaint  or 
grievance;  to  provide  information  to  the  public  on  the  decision  of 
an  appeal,  complaint  or  grievance  required  by  the  Freedom  of  In¬ 
formation  Act;  to  respond  to  a  court  subpena  and/or  refer  to  a  dis¬ 


trict  court  in  connection  with  a  civil  suit;  to  adjudicate  an  appeal, 
complaint,  or  grievance;  as  a  data  source  for  man^ement  informa¬ 
tion  for  production  of  summary  descriptive  statistics  and  analytical 
studies  in  support  of  the  function  for  which  the  records  are  col¬ 
lected  and  maintained,  or  for  related  personnel  management  func¬ 
tions  or  personnel  resources  studies;  may  also  be  utilized  to 
respond  to  general  requests  for  statistical  information  (without  per¬ 
sonal  identification  of  individuals)  under  the  Freedom  of  Informa¬ 
tion  Act  or  to  locate  a  specific  individual  for  personnel  research  or 
other  personnel  management  functions;  and  to  provide  information 
or  disclose  to  a  Federal  agency,  in  response  to  another  agency’s 
request,  in  connection  with  the  hiring  or  retention  of  an  employee. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage— These  records  are 
maintained  in  secured  file  folders,  and  index  card.  Retrievabili- 
ty— These  records  are  indexed  by  the  names  of  the  individuals  on 
whom  they  are  maintained.  Safeguards— Access  to  and  use  of  these 
records  are  limited  to  those  persons  whose  official  duties  require 
such  access.  Personnel  screening  is  employed  to  prevent 
unauthorized  disclosure.  Retention  and  Disposal— The  records  are 
maintained  up  to  two  years  and  are  transferred  to  the  National  Per¬ 
sonnel  Records  Center,  St.  Louis,  Missouri.  They  are  destroyed  by 
the  Federal  Records  Center  when  the  records  are  seven  (7)  years 
old. 

System  manager(s)  and  address: 

Office  of  Management 
Personnel  Officer 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Notification  procedure:  Individuals  who  have  filed  appeals  or 
grievances  are  aware  of  that  fact  and  have  been  provided  a  copy  of 
the  record.  They  may,  however,  contact  the: 

Office  of  General  Counsel 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W.,  Room  600 
Washington,  D.C.  20425 

Record  accen  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Individuals  to  whom  the  record  per¬ 
tains;  agency  and/or  Commission  officials;  affidavits  or  statements 
from  employees;  testimony  of  witnesses;  official  documents  relat¬ 
ing  to  the  appeal,  grievance,  or  complaints;  and  correspondence 
from  specific  organizations  or  persons. 

Exemptions:  The  reasons  for  possibly  asserting  the  exemptions 
are  to  prevent  subjects  of  investigation  from  frustrating  the  in¬ 
vestigatory  process,  to  prevent  disclosure  of  investigative 
techniques,  to  maintain  the  ability  to  obtain  necessary  information, 
to  fulfill  commitments  made  to  sources  to  protect  their  identities 
and  the  confidentiality  of  information  and  to  avoid  endangering 
these  sources. 

CRC— 002 

System  name:  Applications  for  Employment 

System  location: 

U.S.  Commission  on  Civil  Rights 
Office  of  Management 
Personnel  Division 

1121  Vermont  Avenue,  N.W.,  Room  507 
Washington,  D.C.  20425  Occasionally  located  on  a  temporary 
basis  in  divisional  or  regional  offices. 

Categories  of  individuals  covered  by  the  system:  Applicants  seek¬ 
ing  employment  with  the  U.S.  Commission  on  Civil  Rights. 

Categories  of  records  in  the  system:  The  system  comprises  S.F. 
t7rs,  personal  resumes,  and  in  many  instances  Civil  Service  Com¬ 
mission  examination  scores  of  individuals  seeking  employment  with 
the  Commission  on  CivO  Rights. 

Authority  for  maintenance  of  the  system:  5  U.S.C.  secs.  1302, 
3109,  3301,  3302,  3304,  3306,  3307,  3309,  3313,  3317,  3318,  3319, 
3326,  3349,  4103,  5532,  5533,  5723,  and  Executive  Orders  1057  and 
11103.  42  U.S.C.  1975d. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
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records  may  be  used  to  refer  applicants  to  the  various  offices  of 
the  Commission  for  purposes  of  consideration  for  placement  in 
positions  for  which  the  applicants  have  applied  and  are  qualified. 
The  records  are  available  to  personnel  specialists  who  review  the 
applicants’  qualifications  and  consider  them  for  appropriate  agency 
vacancies. 

Records  including  Standard  Forms  85,  86,  87  and  171  are  also 
transmitted  to  the  Civil  Service  Commission  for  investigative  pur¬ 
poses  and  assistance  to  the  Agency  in  selecting  employees. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — The  records  are. 
maintained  in  file  folders.  Retrievability— In  some  regional  and  divi¬ 
sional  offices,  the  records  are  retrieved  by  name.  In  the  Personnel 
Office,  the  records  are  recorded  by  name  and  grade  in  a  log  book. 
They  can  also  be  retrieved,  however,  by  grade  classification. 
Safeguards— Access  to  these  records  are  restricted  to  those  with 
appropriate  function  within  the  agency.  Retention  and  Disposal— In 
divisional  or  regional  offices,  the  records  are  retained  for  an  in¬ 
definite  period  of  time.  They  are  then  forwarded  to  the  Personnel 
Office  or  discarded.  In  the  Personnel  Office,  every  year  the  appli¬ 
cations  are  returned  to  the  applicants  for  update  and  resubmission 
if  applicants  are  still  interested  in  employment  with  the  Commis¬ 
sion. 

System  manager(s)  and  address: 

Personnel  Officer 
Office  of  Management,  Room  507 
U.S.  Commission  on-Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Notification  procedure: 

General  Counsel 

Office  of  General  Counsel,  Room  600 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Record  access  procedures:  Address  inquiries  same  as  Notification, 
with  appeals  to  the  Staff  Director. 

Record  source  categories:  Information  submitted  by  applicants 
seeking  employment  with  the  Coihmission. 

CRC— 003 

System  name:  Complaints 

System  location: 

U.S.  Commission  on  Civil  Rights 

Office  of  Federal  Civil  Rights  Enforcement,  Complaints 
Division,  Office  of  General  Counsel,  and  Office  of  Field 
Operations 

1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Regional  Offices: 

Central  States  Regional  Office,  U.S.C.C.R. 

911  Walnut  Street 

Kansas  City,  Missouri  64106 

Mid-Atlantic  Regional  Office,  U.S.C.C.R. 

•2120  L  Street,  N.W.  (Room  510) 

Washington,  D.C.  20037 

Midwestern  Regional  Office,  U.S.C.C.R. 

230  South  Dearborn  Street,  32nd  Floor 
Chicago,  Illinois  60604 

Mountain  States  Regional  Office,  U.S.C.C.R. 

Executive  Tower  Inn 

1405  Curtis  Street,  Suite  1700 

Denver,  Colorado  80202 

Northeastern  Regional  Office,  U.S.C.C.R. 

26  Federal  Plaza  (Room  1639) 

New  York,  New  York  10007 
Southern  Regional  Office,  U.S.C.C.R. 

Citizens  Trust  Bank  Building  (Room  362) 

75  Piedmont  Avenue,  N.E. 

Atlanta,  Georgia  30303 

Southwestern  Regional  Office,  U.S.C.C.R. 

New  Moore  Building  (Room  249) 

106  Broadway 

San  Antonio,  Texas  78205 


Western  Regional  Office,  U.S.C.C.R. 

312  North  Spring  Street  (Room  1015) 

Los  Angeles,  California  90012 

Categories  of  mdividnals  covered  by  the  system:  Records  are  main¬ 
tained  by  the  name  of  the  person  filing  the  complaint  and  by  the 
name  of  the  person  or  organization  the  complaint  is  filed  against. 

Categories  of  records  in  the  system:  The  record  contains  the  com¬ 
plaint  alleging  a  denial  of  equal  protection  based  on  race,  color, 
religion,  national  origin,  or  sex  or  in  the  Administration  of  Justice 
and  the  action  taken  by  the  Commission  on  that  complaint. 

Authority  for  maintenance  of  the'  system:  42  U.S.C.  sec. 

1975c(aKl)  and  (5) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  usefs  and  the  purposes  of  such  uses:  The  record  is  used  to 
assist  in  resolving  complaints  aOegipg  denials  of  rights  based  on 
race,  color,  religion,  natK)nal  origin,  or  sex  or  in  the  Administration 
of  Justice.  Users  of  the  record  are  the  person  or  persons,  groups, 
corporations  or  governmental  agencies  against  whom  the  complaint 
is  made  and  the  Commissioners  and  Commission  staff  dealing  with 
the  complaint,  as  well  as  Federal  or  State  agencies  to  which  com¬ 
plaints  may  be  referred.  (Subject  to  the  requirements  of  42  U.S.C. 
sec.  1975a(e).) 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — Records  are  main¬ 
tained  on  paper.  Retrievability — Records  are  indexed  by  subject 
matter,  name  of  the  complaining  person  or  persons  and  the  name  of 
the  persons,  groups,  corporations  or  governmental  agencies  against 
whom  the  compl^nt  b  brought.  Retention  and  Dbposal — Records 
are  maintained  in  file  cabinets  during  the  course  of  the  complaint 
I  investigation  and  for  a  reasonable  i^riod  of  time  afterwards  until 
I  they  are  retired  to  the  National  Archives. 

System  manager(s)  and  address: 

Director 

Office  of  Management 
U.S.  Commission  on  Civil  Rights 
j  1121  Vermont  Avenue,  N.W. 

I  Washington,  D.C.  20425 

Notification  procedure: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Record  access  procedures:  General  Counsel 

Contesting  record  procedures: 

Staff  Director 

U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Record  source  categories:  Complaints  are  received  from  the 
,  public;  responses  are  received  from  those  the  complaint  is  filed 
against;  further  information  is  developed  by  Commission  staff  dur- 
'  ing  the  course  of  dealing  with  complaints. 

Exemptions:  The  reasons  for  possibly  asserting  the  exemptions 
'  are  to  prevent  subjects  of  investigation  from  frustrating  the  in¬ 
vestigatory  process,  to  prevent  disclosure  of  investigative 
'  techniques,  to  maintain  the  ability  to  obtain  necessary  information, 
to  fulfill  commitments  made  to  sources  to  protect  their  identities 
I  and  the  confidentiaUty  of  information  and  to  avoid  endangering 
I  these  sources. 

CRC— 004 

System  name:  Commission  projects 

System  location: 

U.S.  Commission  on  CivQ  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Categories  of  iudividuals  covered  by  the  system:  Members  of  the 
public  from  whom  the  Commission  has  sought  information;  in¬ 
dividuals  active  or  interested  in  civil  rights  bsues  who  have  infor¬ 
mation  on  project  subject  areas;  public  and  private  individuals  with 
civil  rights  responsibilities;  and  Congress  persons. 
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Categories  of  records  in  the  system:  Reports  from  staff  field  in¬ 
vestigations;  interview  reports;  hearing  files;  transcripts;  letters  to 
and  from  individuals  regarding  civil  rights;  reports  and  publications 
prepared  by  governmental  agencies  and  private  groups  and  in¬ 
dividuals  concerning  civil  rights;  reports  from  Commissioners  re¬ 
garding  civil  rights;  communications  between  the  Commission  and 
other  governmental  agencies  and  between  the  Commission  and 
private  groups  and  individuals  generated  in  the  course  of  project  in¬ 
vestigations;  Commission  reports  and  publications. 

Project  files  have  been  compiled  by  the  following  offices:  Office 
of  Staff  Director;  Office  of  General  Counsel;  Office  of  Research, 
Office  of  National  Civil  Rights  Issues;  Women’s  Rights  Program 
Unit;  Office  of  Program  and  Policy  Review;  Office  of  Federal  Civil 
Rights  Evaluation;  Office  of  Field  Operations. 

Anthority  for  maintenance  of  the  system:  42  U.S.C.  sec.  197Sc 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to 
determine  what  projects  the  Commission  should  initiate;  records 
are  used  as  background  and  supporting  material  for  the  conduct  of 
Commission  projects;  records  are  used  during  Commission 
hearings;  records  are  used  as  background  and  supporting  material 
in  the  preparation  of  Commission  reports  and  publications.  Primary 
users  of  these  records  are  Commissioners  and  staff  of  the  U.S. 
Commission  on  Civil  Rights  in  the  conduct  of  projects.  The  51 
State  Advisory  Committees  to  the  Commission  make  use  of  project 
records  in  carrying  out  their  advisory  functions.  Records  are  also 
available,  in  part,  to  use  by  the  public  upon  request  under  the 
Freedom  of  Information  Act.  (Subject  to  42  U.S.C.  sec.  1975a(e).) 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — Material  is  main¬ 
tained  in  the  form  of  typed  paper  copy.  Retriveability— System  is 
indexed  by  project  title,  subject  matter,  and  by  name  of  person  or 
organization.  Retaining— Records  are  kept  in  file  cabinets  during 
the  project  and  for  a  reasonable  time  thereafter,  and  are  retired  to 
the  National  Archives  when  the  records  no  longer  serve  a  continu¬ 
ing  use. 

System  manager(s)  and  address: 

Director 

Office  of  Management 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Notification  procedure: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Members  of  the  public.  Commissioners, 
State  Advisory  Committee  members,  and  Commission  staff. 

Exemptions:  The  reasons  for  possibly  asserting  the  exemptions 
are  to  prevent  subjects  of  investigation  from  frustrating  the  in¬ 
vestigatory  process,  to  prevent  disclosure  of  investigative 
techniques,  to  maintain  the  ability  to  obtain  necessary  information, 
to  fulfill  commitments  made  to  sources  to  protect  their  identities 
and  the  confidenTiality  of  information  and  to  avoid  endangering 
these  sources. 

CRC-005 

System  name:  Information  on  Commissioners,  staff  and  State  Ad¬ 
visory  Committee  members,  past  and  present. 

System  location: 

U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 
Office  of  the  Staff  Director 
Office  of  Information  and  Publication 
Office  of  Field  Operations 
All  Regional  Offices 

Categories  of  individuals  covered  by  the  system:  Commissioners 
who  are  appointed  by  the  President  and  confirmed  by  members  of 
the  Senate;  State  Advisory  Committee  members  appointed  by  the 


Commissioners,  and  information  on  past  Commissioners  and  ad¬ 
visory  committee  members.  Limited  information  is  kept  on  former 
employees  in  this  system;  also  limited  information  is  included  on 
potential  State  Advisory  Committee  members. 

Categories  of  records  in  the  system:  Contains  rosters  of  Commis¬ 
sioners,  State  Advisory  Committee  members  and  staff;  biographical 
information,  and  correspondence  between  the  individual  Commis¬ 
sioners,  Advisory  Committee  members  and  staff.  Staff  lists  reflect 
position  and  grade  level. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  sec.  1975;  and 
sec.  1975d(a)  and  (c) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  (names, 
rosters)  is  maintained  for  distribution  to  the  public,  and  for  mailing 
Commission  materials  and  publications.  Rosters  containing  names 
of  employees,  position  and  grade  level  are  used  to  review  staffing 
patterns,  personnel  practices,  hirings  and  separations.  Biographical 
data  on  advisory  committee  members  is  reviewed  by  the  Commis¬ 
sioners  and  staff  in  selecting,  reappointing  or  rechartering  State  Ad¬ 
visory  Committees.  Biographical  data  on  the  Commissioners  is  also 
made  available  to  the  public. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage— Information  is 
stored  in  file  folders.  Retrievability— Information  is  retrieved  by 
subject  matter,  i.e..  Commissioners,  a  named  State  Advisory  Com¬ 
mittee,  or  staff;  and  then  by  individual  name. 
Safeguards— Information  is  contained  in  unlocked  file  drawers  with 
access  limited  to  staff  who  manage  or  assist  in  activities  relating  to 
the  categories  of  individuals  covered.  Retention  and 
Disposal — Information  is  kept  in  files  during  current  tenure  of 
Commissioners,  Advisory  Committee  members,  and  staff.  Upon 
resignation  or  change  of  membership  files  are  retained  for  2-3  years 
and  then  retired  to  the  National  Archives. 

System  mamiger(s)  and  address: 

Director 

Office  of  Management 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W.,  Room  502A 

Washington,  D.C.  20425  For  State  Advisory  Committee  files: 

Assistant  Staff  Director,  Office  of  Field  Operations 

U.S.  Commission  on  Civil  Rights 

Office  of  Field  Operations 

1121  Vermont  Avenue,  N.W.,  Room  500 

Washington,  D.C.  20425 

Director 

Office  of  Information  and  Publications 
1121  Vermont  Ave.,  N.W. 

Washington,  D.C.  20425 

Notification  procedure: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Record  access  procedures:  Same  as  above  for  notification  with  ap¬ 
peals  to  the  Staff  Director. 

Record  source  categories:  Individual  to  whom  the  record  pertains; 
personnel  office  and  some  members  of  the  general  public. 

CRC— 006 

System  name:  Other  Employee  Programs;  Equal  Employment  Op¬ 
portunity,  Troubled  Employee  and  Upward  Mobility 

System  location: 

Office  of  Staff  Director 

Director  of  Equal  Employment  Opportunity 

U.S.  Commission  on  CivQ  Rights 

1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Categories  of  individuals  covered  by  the  system:  Equal  Employ¬ 
ment  Opportunity:  all  employees  of  the  Commission.  Troubled  Em¬ 
ployee  Ftogram:  employees  with  personal  problems  which  detract 
from  job  effectiveness  (alcoholism,  drug  abuse,  mental  stress,  etc.). 
Upward  Mobility:  clerical  employees  who  are  eligible  for  entry  into 
the  program  or  who  are  participating  in  the  program. 
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Categories  of  records  in  the  system:  Equal  Employment  Opportu¬ 
nity:  open  and  restricted  investigative  files  pertaining  to  equal  em¬ 
ployment  opportunity  complaints  and  problems.  Troubled  Em¬ 
ployee  Program:  records  are  confidential  and  contain  data  regarding 
employees  enrolled  in  the  program,  what  assistance  or  counselling 
is  received,  and  related  information.  Upward  Mobility:  records  of 
enrollment  in  training  or  educational  programs,  class  progress  and 
^des,  as  well  as  promotions  or  advancements  within  the  Commis¬ 
sion. 

Authority  for  maintenance  of  the  system:  Executive  Order  li478; 
42  U.S.C.  sec.  197Sd(a)  and  Federal  Personnel  Regulations,  Chapter 
293,  42  U.S.C.  sec.  2000e 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Equal  Employment  Op¬ 
portunity:  ysed  by  Equal  Employment  Opportunity  director,  coun¬ 
sellors,  investigators  and  other  agency  officials  where  appropriate 
to  resolve  discrimination  complaints.  After  disposition  is  made  of 
the  case,  files  are  reviewed  by  the  Office  of  General  Counsel  and 
where  appeals  are  taken,  files  are  reviewed  by  hearing  officers  and 
Civil  Service  Board  of  Appeals  and  Review.  Where  court  actions 
are  filed,  records  are  reviewed  by  the  courts  and  attorneys  for  the 
parties. 

Equal  Employment  Opportunity  records  are  used  to  meet  Civil 
Service  Commission  and  Federal  employment  reporting  require¬ 
ments. 

Troubled  Employee  Program  files  are  used  by  the  Equal  Employ¬ 
ment  Opportunity  director  and  supervisory  or  management  person¬ 
nel  in  determining  the  prognosis,  need  for  counselling,  or  other  ac¬ 
tion  in  individual  cases. 

Upward  Mobility  files  are  used  to  counsel  employees  and  super¬ 
visors;  to  monitor  the  effectiveness  of  the  program,  the  training 
received,  on-the-job  experience  and  overall  progress  of  the  partici¬ 
pants.  Records  in  the  Equal  Employment  Opportunity  and  Upward 
Mobility  Programs  are  used  to  assist  the  agency  in  developing  its 
Affirmative  Action  program. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Records  are  maintained  in 
the  Office  of  the  Director,  Equal  Employment  Opportunity  with  ac¬ 
cess  limited  to  the  staff  of  that  office.  Investigative  files  (Equal 
Employment  Opportunity)  are  retained  in  secured  file  cabinets. 
Troubled  Employee  files  are  maintained  in  locked  file  cabinets  and 
are  unavailable  to  agency  staff  (except  the  Equal  Employment  Op¬ 
portunity  Director)  in  their  entirety,  however  extractions  are  made 
as  necessary  for  management  decisions. 

Upward  Mobility  files  are  maintained  in  the  same  office.  The 
Equal  Employment  Opportunity  director  and  the  Federal  Women’s 
Program  Coordinator  are  the  primary  users  of  these  records  with 
extracts  made  available  to  Personnel,  supervisors  or  others  within 
management.  Upon  completion  of  the  program  some  of  this  data 
may  be  placed  in  the  Official  Personnel  Folder. 

System  manager(s)  and  address: 

Director  of  Equal  Employment  Opportunity 
Office  of  Staff  Director 

U.S.  Commission  on  Civil  Rights  ‘ 

1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Notification  procedure: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W. 

Washington,  D  C.  20425 

Record  access  procedures:  Same  as  above  with  appeals  to  the 
Staff  Director. 

Record  source  categories:  The  employee  in  the  program,  super¬ 
visors,  management  and  co-workers.  Educational  institutions, 
trainers,  medical  officials  and  other  third  parties  dealing  with 
covered  employees. 

Exemptions:  The  reasons  for  asserting  the  exemptions  are  to 
maintain  the  ability  to  obtain  candid  and  necessary  information,  to 
fulfill  commitments  made  to  sources  to  protect  the  confidentiality 
of  information,  to  avoid  endangering  these  sources  and,  primarily, 
to  facilitate  proper  selection  or  continuance  of  the  best  applicants 
or  persons  for  a  given  position. 


CRC— 007 

System  name:  Personnel  Records 

System  location: 

U.S.  Commission  on  Civfl  Rights 
Office  of  Management 
Personnel  Division 

1121  Vermont  Avenue,  N.W.,  Room  507 

Washington,  D.C.  20425 

Office  of  the  Staff  Director 

Office  of  Management 

Office  of  Information  and  Publications 

Office  of  General  Counsel 

Office  of  Program  and  Policy  Review 

Office  of  Field  Operations 

Office  of  Research 

Office  of  Federal  Civil  Rights  Evaluation 
Office  of  National  Civil  Rights  Issues 
All  Regional  Offices 

Categories  of  iudividnals  covered  by  the  system:  Current  Commis¬ 
sion  employees  and  those  fonneriy  employ^  by  the  Commission. 

Categories  of  records  in  the  system:  This  system  consists  of  a 
variety  of  records  relating  to  personnel  actions  and  determinations 
made  about  an  individual  while  employed  at  the  Commission.  These 
records  contain  information  about  an  individual  relating  to  his  birth 
date;  Social  Security  Number;  veterans  preference;  tenure;  han¬ 
dicap;  past  and  present  salaries,  grades,  and  position  titles;  letters 
of  commendation,  reprimand,  charges,  and  decisions  on  charges; 
notice  of  reduction-in-force;  locator  files;  personnel  actions,  includ¬ 
ing  but  not  limited  to,  appointment,  reassignment,  demotion,  detail, 
promotion,  transfer,  and  separation;  training;  minority  group 
designator;  records  relating  to  life  insurance,  health  benefits,  and 
designation  of  beneficiary;  training;  performance  ratings,  data 
documenting  the  reasons  for  personnel  actions  or  decisions  made 
about  an  individual;  awards;  and  other  information  relating  to  the 
status  of  the  individual. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  sec.  1975d(a); 
and  Federal  Personnel  Regulations,  Chapter  293 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  such  uses:  Information  in  these 
records  is  used  or  a  record  may  be  used  by  agency  officials  for 
purposes  of  review  in  connection  with  appointments,  transfers, 
promotions,  reassignments,  adverse  actions,  disciplinary  actions, 
and  determination  of  qualtfications  of  an  individual.  Records  are 
used  to  provide  information  to  a  prospective  employer  of  a  Com¬ 
mission  employee  or  former  employee. 

These  records  are  used  in  accordance  with  Civil  Service  Commis¬ 
sion  notices  of  Systems  of  Personnel  Records  including  as  a  data 
source  for  management  information  for  production  of  summary 
descriptive  statistics  and  analytical  studies  in  support  of  the  func¬ 
tion  for  which  the  records  are  collected  and  maintained,  or  for  re¬ 
lated  personnel  management  functions  or  manpower  studies;  may 
also  be  utilized  to  respond  to  general  requests  for  statistical  infor¬ 
mation  (without  personal  identification  of  individuals)  under  the 
Freedom  of  Information  Act  or  to  locate  specific  individuals  for 
personnel  researct).  other  personnel  management  functions. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage— Records  are  main¬ 
tained  in  file  folders,  in  file  cabinets  with  access  limited  to  those 
persons  whose  official  duties  require  access.  Personnel  screening  is 
employed  to  prevent  unauthorized  disclosure.  Retention  and 
Disposal — The  Official  Personnel  Folder  (OPF)  is  retained  in¬ 
definitely.  The  OPF  is  sent  to  the  National  Personnel  Records 
Center  within  30  days  of  the  date  of  the  employee’s  separation 
from  the  Federal  service.  Some  records  such  as  letters  of  repri¬ 
mand,  indebtedness,  and  vouchers  are  maintained  for  two  years  or 
destroyed  when  an  individual  resigns,  transfers,  or  is  separated 
from  the  Federal  service. 

System  manageKs)  and  address: 

Office  of  Management 
Personnel  Officer 

1121  Vermont  Avenue,  N.W.,  Room  507 
Washington,  D.C.  20425 

Notification  procedure: 

General  Counsel 

U.S.  Commission  on  Civil  Rights 
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1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  2042S 

Record  access  procedures:  Same  as  above  with  appeals  to  the 
Staff  Director.  Former  Federal  employees  who  wish  to  contest 
their  records  should  direct  such  a  request  in  writing  to: 

Director 

Bureau  of  Manpower  Information  Systems 
U.S.  Civil  Service  Commission 
1900  E  Street,  N.W. 

Washington,  D.C.  20415 

Record  source  categories:  Information  in  this  system  of  records 
either  comes  from  the  individual  to  whom  it  applies  or  is  derived 
from  information  he/she  supplied,  except  information  provided  by 
agency  officials. 

CRC-008 

System  name:  Resource  and  Consultant 

System  location: 

U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 
Office  of  Staff  Director,  Room  800 
Women’s  Rights  Program  Unit,  Room  503 
Office  of  General  Counsel,  Room  600 

Office  of  Information  and  Publications,  Room  700  All  Regional 
Offices: 

Central  States  Regional  Office,  U.S.C.C.R. 

911  Walnut  Street 

Kansas  City,  Missouri  64106 

Mid-Atlantic  Regional  Office,  U.S.C.C.R. 

2120  L  Street,  N.W.,  Room  510 

Washington,  D.C.  20037 

Midwestern  Regional  Office,  U.S.C.C.R. 

230  South  Dearborn  Street,  32nd  Floor 
Chicago,  Illinois  60604 

Mountain  States  Regional  Office,  U.S.C.C.R. 

Executive  Tower  Inn 

1405  Curtis  Street,  Suite  1700 

Denver,  Colorado  80202 

Northeastern  Regional  Office,  U.S.C.C.R. 

26  Federal  Plaza,  Room  1639 
New  York,  New  York  10007 
Southern  Regional  Office,  U.S.C.C.R. 

Citizens  Trust  Bank  Building,  Room  362 
75  Piedmont  Avenue,  N.E. 

Atlanta,  Georgia  30303 

Southwestern  Regional  Office,  U.S.C.C.R. 

New  Moore  Building,  Room  249 
106  Broadway 
San  Antonio,  Texas  78205 
Western  Regional  Office,  U.S.C.C.R. 

312  North  Spring  Street,  Room  1015 
Los  Angeles,  California  90012 

Categories  of  individuals  covered  by  the  system:  Individuals  with 
expertise  and  experience  in  civil  rights  matters;  consultants,  con¬ 
ference  participants,  appointees  to  Federal  employment,  boards  of 
directors,  state  advisory  committees,  contractors,  and  other  or¬ 
ganizations. 

Categories  of  records  in  the  system:  This  system  contains 
resumes,  biographical  sketches,  mailing  lists,  rosters,  sone  some 
employment  data  and  interview  reports,  newspaper  clippings, 
magazine  articles,  and  miscellaneous  information  about  individuals. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  sec.  I975d(a) 
and  (c),  and  sec.  I975c(aK4) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  is  referred 
to  other  Commission  offices  upon  request  for  use  in  recruitment  of 
employees,  for  use  in  obtaining  information  on  persons  interested 
in  serving  on  advisory  committees,  or  providing  potential  resource 
or  consultant  assistance  to  the  agency.  Data  is  shared  with  non¬ 
agency  requesters  where  individuals  have  consented  or  data  is  of  a 
public  nature.  Mailing  lists  and  rosters  are  used  for  correspondence 
between  the  Commissioners,  staff,  advisory  committees  and  mem¬ 
bers  of  the  public:  also  for  dissemination  of  information  where  ap¬ 
propriate. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 


Policies  and  practices  for  storing,  retrieving,  accessing,  retaking, 
and  disposing  of  records  in  the  system:  Records  are  on  paper  in  file 
folders.  Most  data  are  stored  strictly  by  project  and  subject  title. 
Project  directors  and  division  heads  are  primary  personnel  using 
the  system.  Women’s  Rights  Program  Unit:  Resumes  are  filed  by 
name  in  the  Unit’s  locked  file  cabinets;  access  is  available  to  Unit 
staff  and,  on  occasion,  to  other  Commission  supervisory  staff  and 
hiring  officials.  Office  of  General  Counsel  and  Office  of  Informa¬ 
tion  and  Publication:  Data  is  stored  in  file  cabinets  with  limited  ac¬ 
cess.  These  records  are  kept  for  an  indefinite  period  of  time  within 
the  agency  and  subsequently  retired  to  the  National  Archives  when 
the  project  file  is  inactive. 

Syrtem  managcr(s)  and  address: 

Director 

Office  of  Management 

U.S.  Commission  on  Civil  Rights,  Room  502 A  * 

1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Notification  procedure: 

Office  of  General  Counsel,  Room  600 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Biographical  information  and 
background  information  is  obtained  from  the  individual;  resumes 
and  S.F.  Hi’s  are  also  obtained  from  the  individual.  Other  informa¬ 
tion  is  obtained  from  newspapers,  magazines,  and  pubUc  sources. 

CRC— 009 

System  name:  State  Advisory  Committee  Project  Files 

System  location: 

Office  of  Field  Operations 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425  Regional  Offices: 

Central  States  Regional  Office,  U.S.C.C.R. 

91 1  Walnut  Street 

Kansas  City,  Missouri  64106 

Mid-Atlantic  Regional  Office,  U.S.C.C.R. 

2120  L  Street,N.W.,  Room  510 

Washington,  D.C.  20037 

Midwestern  Regional  Office,  U.S.C.C.R. 

230  South  Dearborn  Street,  32nd  Floor 

Chicago,  Illinois  60604 

Mountain  States  Regional  Office,  U.S.C.C.R. 

Executive  Tower  Inn 

1405  Curtis  Street,  Suite  1700 

Denver,  Colorado  80202 

Northeastern  Regional  Office,  U.S.C.C.R. 

26  Federal  Plaza,  Room  1639 
New  York,  New  York  10007 
Southern  Regional  Office,  U.S.C.C.R. 

Citizens  Trust  Bank  Building,  Room  362 
75  Piedmont  Avenue,  N.E. 

Atlanta,  Georgia  30303 

Southwestern  Regional  Office,  U.S.C.C.R. 

New  Moore  Building,  Room  249 
106  Broadw^ 

San  Antonio,  Texas  78205 

Western  Regional  Office,  U.S.C.C.R.^ 

312  North  Spring  Street,  Room  1015 
Los  Angeles,  California  90012 

Categories  of  individuals  covered  by  the  system:  Members  of  the 
public  from  whom  staff  or  advisory  committee  members  seek  infor¬ 
mation  in  connection  with  a  project  or  their  advisory  function;  in¬ 
dividuals  active  or  interested  in  civil  rights  issues  in  their  States 
and  local  communities;  public  and  private  individuals  with  civil 
rights  responsibilities. 

Categories  of  records  in  the  system:  Reports  from  staff  field  in-  < 
vestigations;  interview  reports;  informal  hearings  or  open  meetings 
files;  transcripts;  letters  to  and  from  individuals  regarding  civil 
rights,  reports  and  publications  prepared  by  governmental  agencies 
and  private  groups  and  individuals  concerning  civil  rights;  reports 
from  State  Advisory  Committee  members  concerning  civil  rights; 
communications  between  the  State  Advisory  Committees  and  State, 
local  and  Federal  governmental  agencies  and  between  the  State  Ad- 
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visory  Committees  and  private  individuals  and  groups  generated 
during  the  course  of  State  Advisory  Committee  project  investiga¬ 
tions;  Commission  reports  and  investigations.  (Subject  to  the 
requirements  of  42  U.S.C.  sec.  1975a(e).) 

Project  files  by  the  51  State  Advisory  Committees  have  been 
compUed  by  the  Office  of  Field  Operations  in  Washington,  D.C. 
and  in  the  following  regional  offices:  " 

Central  States  Regional  Office:  Iowa;  Kansas;  Missouri; 
Nebraska. 

Mid-Atlantic  Regional  Office:  Delaware;  District  of  Columbia; 
Maryland;  Pennsylvania;  Virginia;  West  Virginia. 

Midwestern  Regional  Office:  Illinois;  Indiana;  Michigan;  Min¬ 
nesota;  Ohio:  Wisconsin. 

Mountain  States  Regional  Office:  Arizona;  Colorado;  Montana; 
North  Dakota;  South  Dakota;  Utah;  Wyoming. 

Northeastern  Regional  Office:  Connecticut;  Maine;  Mas¬ 
sachusetts;  New  Hampshire;  New  Jersey;  New  York;  Rhode 
Island;  Vermont. 

Southern  Regional  Office:  Alabama;  Florida;  Georgia;  Kentucky; 
Mississippi;  North  Carolina;  South  Carolina;  Tennessee. 

Southwestern  Regional  Office:  Arkansas;  Louisiana;  Oklahoma; 
Texas;  New  Mexico. 

Western  Regional  Office:  Alaska;  California;  Hawaii;  Idaho; 
Nevada;  Oregon;  Washington. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  sec.  1975d(c) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Records  are  used  to 
determine  what  projects  State  Advisory  Committees  should  initiate 
and  as  background  and  supporting  material  for  the  conduct  of  State 
Advisory  Committee  projects;  records  are  used  by  State  Advisory 
Committees  as  background  and  supporting  material  for  the  prepara¬ 
tion  of  State  Advisory  Committee  reports  and  recommendations  to 
the  U.S.  Commission  on  Civil  Rights.  Primary  users  of  these 
records  are  State  Advisory  Committee  members  and  Commission 
staff  assisting  State  Advisory  Committees  in  the  conduct  of  pro¬ 
jects.  State  Advisory  Committee  records  are  available,  in  part,  to 
the  public  upon  request  under  the  Freedom  of  Information  Act. 
(Subject  to  42  U.S.C.  sec.  I975a(e).) 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — records  are  stored 
on  paper.  RetrievabUity— records  are  indexed  by  project  title,  sub¬ 
ject  matter  and  within  these  categories  by  name  of  individuals  and 
organization.  Retention— records  are  maintained  by  the  Office  of 
Field  Operations  in  the  headquarters  office  in  Washington,  D.C. 
and  in  the  regional  offices. 

System  manager(s)  and  address: 

Assistant  Staff  Director 
Office  of  Field  Operations 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425  • 

Notification  procedure:  ~ 

General  Counsel 

U.S.  Commission  on  Civil  Rights 

1121  Vermont  Avenue,  N.W.  / 

Washington,  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Members  of  the  public.  State  Advisory 
Committee  members.  Commissioners  and  Commission  staff. 

Exemptions:  The  reasons  for  possibly  'asserting  the  exemptions 
are  to  prevent  subjects  of  investigation  from  frustrating  the  in¬ 
vestigatory  process,  to  prevent  disclosure  of  investigative 
techniques,  to  maintain  the  ability  of  obtain  necessary  information, 
to  fulfill  comitments  made  to  sources  to  protect  their  identities  and 
the  confidentiality  of  information  and  to  avoid  endangering  these 
sources. 


CRC— 010 

System  name:  Travel,  payroll,  time  and  attendance  of  Commis¬ 
sioners,  staff,  consultants,  and  State  Advisory  Committee 
members. 

‘System  location: 

Office  of  Management 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W.,  Room  502 
Washington,  D.C.  20425  All  divisional  offices  All  regional 
offices 

Categories  of  individuals  covered  by  the  system:  Commissioners, 
staff,  consultants,  and  State  Advisory  Committee  members. 

Categories  of  records  in  the  system:  Records  consist  of  manual 
files  containing  payroll  related  information  for  staff  and  con¬ 
sultants.  Payroll  and  time  and  attendance  records  and  information 
includes  many  records  or  information  also  maintained  in  the  Offi¬ 
cial  Personnel  Folder  and  related  files  maintained  in  accordance 
with  Civil  Service  Commission  regulations  and  of  which  notice  has 
been  given  by  the  Civil  Service  Commission  in  its  notice  of  govern¬ 
ment-wide  systems  of  personnel  records.  Payroll  and  related  infor¬ 
mation  consists  of  various  forms  which  discloses  on  a  biweekly, 
year-to-date,  and  in  some  cases,  an  annual  basis,  payroll  and  l^ve 
data  for  staff  and  consultants  relating  to  rate  and  amount  of  pay, 
leave,  and  hours  worked,  and  leave  balances;  tax  and  retirement 
deductions;  life  insurance  and  health  insurance  deductions;  savings 
allotments,  savings  bond  and  charity  deductions. 

For  ail  categories  of  individuals  covered,  records  include  mailing 
addresses  and  home  addresses,  travel  requests  and  travel  vouchers 
where  appropriate,  statements  of  per  diem  and  expense  allowances. 

Official  travel  records  for  the  Commission  are  maintained  by  the 
General  Services  Administration. 

Authority  for  maintenance  of  the  system:  42  U.S.C.  1975d(a), 
Federal  Personnel  Manual  and  Treasury  Fiscal  Requirements 
Manual. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Relevant  records  in  this 
system  are  referred  to  the  General  Services  Administration  for 
preparation  of  payroll;  to  meet  government  payroll  recordkeeping 
and  reporting  requirements;  and  for  retrieving  and  supplying  payroll 
and  leave  information  as  required  for  agency  needs.  Travel  records 
or  vouchers  may  be  used  for  purposes  of  providing  reimbursements 
to  covered  individuals  for  travel  expenses  and/or  record  ofof  offi¬ 
cial  travel.  Relevant  records  in  this  system  may  be  referred  as  a 
routine  use,  to  the  Department  of  Justice  or  other  appropriate 
Federal  agency  for  investigating  or  prosecuting  any  violation  of  any 
Federal  law  or  requirement  thereunder. 

Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Storage — Maintained  in  in¬ 
dividual  folders  for  each  category  of  individuals  covered.  Retrieva- 
bility— Files  are  maintained  in  alphabetical  order  by  category  and 
by  name.  Safeguards — Maintained  in  areas  to  which  access  is  con¬ 
trolled  by  or  restricted  to  Commission  management  personnel.  Re¬ 
tention  and  Disposal— In  accordance  with  General  Services  Ad¬ 
ministration  requirements  for  financial/  payroll/travel  related 
records. 

System  manager(s)  and  address: 

Budget  and  Finance  Officer 
Office  of  Management 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Notification  procedure: 

Office  of  General  Counsel 
U.S.  Commission  on  Civil  Rights 
1121  Vermont  Avenue,  N.W. 

Washington,  D.C.  20425 

Record  access  procedures:  Same  as  above  with  appeal  to  the  Staff 
Director. 

Record  source  categories:  Provided  by  Civil  Rights  Commission 
employees  and  all  categories  of  individuals  covered. 
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Advance  Orders  are  now  being  Accepted 
for  delivery  in  about  6  weeks 

CODE  OF  FEDERAL  REGULATIONS 

(Revised  as  of  October  1,  1976) 

Quantity  Volume  -  Price  Amount 


Title  47 — Telecommunication  (Parts  20-69)  $5.00  $- 

Title  49 — Transportation  (Parts  1000-1199)  3. 95  - 

Total  Order  $^ 


lA  Cumulative  checklist  of  CFR  issuances  for  1976  appears  in  the  first  issue 
of  the  Federal  Register  each  month  under  Title  11 


PLEASE  DO  NOT  DETACH 


MAIL  OROEt  FORM  To: 

Superintendent  of  Documents,  Government  Printing  Office,  Washington,  D.C  20402 

Enclosed  find  $ - - ( cheek,  money  order,  or  Supt.  of  Documents  coupons)  or  charge  to  my 

Deposit  Account  No - - -  Please  send  me _ copies  of: 

Name  - - -  .  —  _  _ _ _ 

PLEASE  FILL  IN  MAILING  LABEL 

BELOW  Street  addreae _ _ _ _ --  -  — 

City  aad  State _ _ _ _ — _ _ ZIP  Code _ 


FOR  USE  OF  SUPT.  DOCS. 

- Enclosed _ ^ _ 

To  be  mailed 

_ later _ 

- Subscription _ 

Refund _ 

Coupon  refund _ 

Postage _ 

Foreign  Handling _ 


FOR  PROMPT  SHIPMENT.  PLEASE  PRINT  OR  TYPE  ADDRESS  ON  LABEL  BELOW.  INCLUDING  YOUR  ZIP  CODE 


POSTAGE  AND  FEES  PAID 
U.S.  GOVERNMENT  PRINTING  OFFICE 

375 

SPECIAL  FOURTH-CLASS  RATE 
BOOK 


Name 

Street  address  . 
City  and  State 


U.S.  GOVERNMENT  PRINTING  OFnCE 
ASSISTANT  PUBUC  PRINTER 
(SUPERINTENDENT  OF  DOCUMENTS) 
WASHINGTON,  D.C  20402 

OFnCIAL  BUSINESS 
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